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ENGLISH 3005.001 
TECHNICAL COMMUNICATION 
SPRING2001 
Dr. Angela Vietto 
581-6293 / cfarv@eiu.edu 
Office: 314G Coleman Hall 
Office hours: MWF 11-11:50; R 10-12; and by appointment 
Class web site: http://www.ux1.eiu.edu/-cfarv/3005.html 
Anderson, Technical Communication: A Reader-Centered Approach, 4th ed. 
Hilligoss, Visual Communication: A Writer's Guide 
Our objectives in this course are 
3605-CC I 
• to become familiar with the forms and conventions of technical communication, 
• and to improve through practice your ability to communicate effectively. 
Technical communication takes many forms and requires effective written, verbal, and 
visual communication. The common element among the various skills required is 
thoughtful consideration of the needs of your audience. 
Cover Letter & Resume 10% 
Instructions 10% 
Informational Page 10% 
Research Report 15% 
Web Site 10% 
Collaborative Project 15% 
Peer Reviews 10% 
Homework 10% 
Oral Presentation 10% 
In order to benefit fully from this course, your regular attendance is essential. Excessive 
unexcused absences (more than three over the course of the semester) can result ma 
reduction of your final grade. I will mark excused absences due to illness for which you 
can provide a doctor's note; official University business of which I am notified by the 
appropriate office; and other serious, unavoidable occurrences on a case-by-case basis. 
Learning to meet deadlines is a critical part of learning to write for professional purposes. 
So in this course, if you miss a deadline without having arranged for an extension prior to 
the due date, your grade on that project will be reduced a full letter grade. In addition, 
unless you are absent from class due to illness or emergency, work that is more than one 
week late will not be accepted. 
Dishonesty of any sort in this course can result in a failing grade for the course. 
If you have a documented disability and wish to receive academic accommodation, 
please contact the Office of Disability Services (581-6583) as soon as possible. 
Tentative Schedule of Classes 
Date Readings (to be In-class activities and deadlines 
completed before class) 
MJan 8 Introductions (C) 
W Jan 10 Anderson, eh. 1 Exercise on p. 15 of Anderson due 
In-class discussion of Chapter 1 (C) 
F Jan 12 Anderson, eh. 2 Resume/ cover letter project assigned (C) 
M Jan 15 MLK Birthday Observed-NO CLASS 
W Jan 17 In-class work time for resume/cover letter (L) 
F Jan 19 Anderson, "Reviewing," pp. Draft of cover letter/ resume due 
366-370 In-class work time on peer critiques (L) 
M Jan 22 Peer critiques of resume/ cover letter due (Q 
W Jan 24 Resume/ cover letter due: Presentations (Q 
F Jan 26 Anderson, eh. 20 Instructions project assigned (Q 
M Jan 29 Anderson, eh. 3 Discussion of reading and work time on instructions (L) 
W Jan 31 Anderson, eh. 4 Discussion of reading and work time on instructions (L) 
F Feb 2 Anderson, pp. 361-366, 371- Draft of instructions due 
380 In-class time to work on peer critiques (L) 
M FebS Peer critique of instructions due (Q 
WFeb7 Anderson, eh. 14 Discussion of reading (Q 
F Feb 9 Instructions due: Presentations (Q 
M Feb 12 Anderson, eh. 11 In-class work time on informational page (L) 
W Feb 14 Anderson, eh. 12 In-class work time on informational page (L) 
F Feb 16 Lincoln's Binhday Observed-NO CLASS 
M Feb 19 Draft of informational page due 
In-class time to work on peer critique of info page (Q 
W Feb 21 Peer critique of info page due (Q 
F Feb 23 Informational page due: Presentations (q 
M Feb 26 Anderson, eh. 18 Research report assigned (L) 
W Feb 28 Anderson, eh. 6 Proposal for research report due (L) 
(l) indicates that this class is scheduled for room 302; (C) indicates that we are scheduled to be in room 303. This 
schedule is subject to change; watch for announcements in class and on the web site. 
"' Tentative Schedule of Classes (continued) 
Date Readings (to be In-class activities and deadlines 
completed before class) 
In-class work time on research report (L) 
F Mar2 
M Mar5 Anderson, eh. 7 Discussion of reading (C) 
WMar7 Out-of-class work time and conferences 
F Mar9 
Mar 12-16 Spring Break-NO CLASS 
M Mar 19 Anderson, eh. 8 Introduction and either outline or draft of research 
report due 
In-class peer critiquing of introduction (L) 
W Mar 21 Anderson, eh. 9 Conclusion of research report due 
In-class peer critiquing of conclusion (L) 
F Mar 23 In-class work time on research report (L) 
M Mar26 Anderson, eh. 10 Complete draft of research report due 
In-class peer critiquing for style (C) 
W Mar28 Research report due: Presentations (C) 
F Mar 30 Anderson, eh. 15 Web site project assigned (C) 
MApr2 In-class time to work on web site (L) 
WApr4 In-class time to work on web site (L) 
F Apr6 In-class time to work on web site (L) 
MApr9 Out-of-class work time for web site (C) 
W Apr 11 Web site due: Presentations (C) 
F Apr 13 Anderson pp. 622-624; eh. Collaborative project assigned, groups selected, in-class 
17 work time (C) 
M Apr 16 Anderson, eh. 19 In-class work time on collaborative project (L) 
W Apr 18 
F Apr 20 
M Aor23 Out-of-class work time on collaborative project (groups 
WApr25 may meet in classroom if they wish; instructor will be 
available during class time and at other times by 
appointment) 
F Apr 27 Collaborative project due in class; course evaluation and 
conclusion (C) 
No final examination. 
(l) indicates that this class is scheduled for room 302; (C) indicates that we are scheduled to be in room 303. This 
schedule is subject to change; watch for announcements in class and on the web site. 
Peer Critiques and Drafts 
Each of our major projects includes a peer review. Peer critiques go to the author of the draft on the date the 
critique is due; however, authors are required to submit their drafts and critique along with the final project. Peer 
critiques will be graded, and authors of critiques will be notified of the grade by email. 
In grading each project, I will take into account your use of the comments provided in peer critiques. As we will 
discuss in class, this does not mean that you should blindly make every change a critiquer suggests. 
Homework 
Each day on which reading in Anderson is assigned, I ask that you make notes about your reading: questions that 
arise for you while you are reading, points you find particularly interesting or surprising, etc. Try to read critically: 
If you have work experience, do you think Anderson's representation of the workplace is accurate? Can you 
really see yourself using the techniques Anderson suggests? If not, why not? 
Out of your notes, select one point that you would use if asked to lead class discussion on the reading. I will ask 
for volunteers to share their discussion points. Whether or not you share your point, I will collect them at the 
end of class, grade them as satisfactory or superior, and return them at the beginning of the next class period. 
Oral Presentation Project 
Early in the semester, you will choose one of the five class projects as the subject for your oral presentation. 
Your presentation will then become a second part of that class project for you, and will be due on the same day as 
the project. 
You may choose from one of the following options in preparing your oral presentation: 
1. An oral version of your written document, presented to the class as if they were your target audience; OR 
2. A presentation about your writing process, designed to share with your classmates something you learned 
about writing while completing this particular project; OR 
3. A how-to presentation, in which you teach the class some new skill you learned in the course of this 
project (for example, a helpful word processing trick, research technique, etc.) 
Regardless of which option you choose, you must meet the following guidelines: 
1. Deliver your presentation in 6-8 minutes 
2. Use at least one and no more than three visual aids (be careful to note the location of class on the day of 
your presentation when planning visual aids) 
3. Provide me at the beginning of class with a notecard listing your name, title of your presentation, and 
which of the three options above you have selected (as well as any other information you would like used 
in my introduction of you as a speaker) 
You should find Anderson's chapters 11 and 16 valuable in preparing your oral presentation. 
